
LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO.	 GENERAL SERVICES ADMINISTRATION DA 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or establishment) 

ENVIRONMENTAL P	 In accordance with the provrsrons of 44 usc 3303a 
2. MAJOR SUBDIVISION the disposal request, Including amendments, IS approved 

except for Items that may be marked "drsposrtron not~~O~~~I~~~=O~F~~~L~I~~~~~~~~~~~~~~~~~~~~~~~	 approved" m "wl~d~wn" column Ifnoreco~sIn 10 
3. MINOR	 SUBDIVISION are proposed for drsp sa, the Signature of the Archrvrst IS 

not requ Ired \ 

4. NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT DATE 

HAROID WEBSTER	 382-5912
'l'tIOMAS TASKER 382-5911 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for thrs agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thrs Request of 7 page(s) are not now needed for the busmess of this 
agency or will not be needed after the retention periods specrfred. and that written concurrence from the General 
Accounting Office, If required under the orovisrons of Title 8 of the GAO Manual for GUidance of Federal Aqencres, IS 
attached. 

A GAO concurrence D ISattached, or [illS unnecessary 

B. DATE	 D TITLE 

&///17 
AGENCY RECORDS MANA! 

10 ACTION7 8 DESCRIPTION OF ITEM	 TAKENITEM (WIth InclUSIVe Date. or Retenhon Periods)	 (NARSUSENO ONLY) 

1-25	 The Plarming and Evaluation and Program Reporting Records
 
Control Schedule is being revised to make it consistent with
 
the ProgramI s current operations. The revision of this
 
Schedule is part of a major review and update of the EPA
 
Records Control Schedules. 3
 

Attached is a copy of the revised Plarming and Evaluations
 
and Program Reporting Records Control Schedule.
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8·83) 
Prescr rbed by GSA t- I J,.-q-f11 Ih:p	 FPMR (41 CFR) 101·11 4 

115-108 



SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

PLANNING AND EVALUATION AND PROGRAM REPORl'ING REXXlRDS 
ITEM NAME	 AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO 

1.	 Controlled and MaJor correspondence of the Assistant 
Administrator for PoliCY, Planning, and EValuation. Includes 
copies of controlled and maJor correspondence signed by the 
Assistant Administrator. The correspondence Significantly
documents the program actiVities and was processed under 
speCial handling control procedures because of the impor-
tance of the letters or time requirements of replies.
Records COnsiSt of copies of lncoffilngletters, copies of 
the responses, and enclosures. 

2.	 General Correspondence of the Assistant Administrator for 
Policy, Planning, and EValuation. Includes copies of non-
controlled (routine) correspondence. Records consist 
of incoming letters and replies. 

3.	 Program Developpent File. ConSists of record~ related to 
the development of the Office of POlley, Planning, and Eval-
uation progr~ns. Records conSist of correspondence, issue 
papers and reports relatlve to poliCY, strategy, program
control, research priorities, leglslatlve prlorltles, and 
other related records. 

4.	 Program Managem~r.t File. Conslsts of records related to 
the management and admlnlstratlve support of each unlt of 
the Offlce oE Policy, Planning, and EValuatlon programs.
Records conSist of program plannlng and lm~lementatlon,
personnel needs, work accompllshments, budgetary materlals,
and other program IMnagement actlVltles. 

5.	 speeches by Assistant Administrator Staff. Speeches pre-
pared for del:very at CiViC functions and professlonal
conferences and meetlngs. 

Retentlon: Permanent. 

Dlsposltlon: Break file at end of year. Keep in 
offlce current plus I addltlonal year, then trans-
fer to the FRC. Keep ln FRC for 20 years, then 
offer to the National Archlves ln 5 year blocks. 

Retentlon: Retain 5 years. 

D1Sposltlon: Break flle at end of year. Keep ln 
offlce offlce 1 year, then transfer to FRC. 
Destroy when 5 years old. 

Retentlon: Permanent. 

D1Sposltlon: Break flle at 9nd of 2 years. Keep
10 office 3 years, then t ransfer to the FRC. 
Keep ln FRC for 20 years, then offer to the 
NatlOnal Archives ln 5 year blOCks. 

Retentlon: Retain 5 years. 

DlsposltlOn: Break Elle tlL end of year. Keep in 
offlce I year, then transf2r to the FRC. Destroy
when 5 years old. 

Retentlon: 

a.	 Record Copy. Permanent. 

b.	 Informatlon Coples. Retaln I year. 

D1SPOSl t ion: 

a.	 Record copy. Break flle after presentatlon.
Keep ln offlce 5 years, then transfer to the 
FRC. Keep ln FRC 5 years, then offer to the 
Natlonal Archlves ln 5 year blocks. 

b.	 Information Coples: Destroy when I year old or sooner lt no Ionger needed. 
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SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

PIJ\NNING AND EVALUATION AND PR:X;RAM REPORl'ING REOJRDS 

ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

6.	 Freedom of Information Response File. Includes cop1es of 
1ncom1ng requests for informat10n under the Freedom of 
Information Act, cop1es of repl1es, and cop1es of any 
1nteragency memoranda concern1ng the request. Note: th1S 
f1le does not conta1n the Program's off1c1al record of 
1nformat10n be1ng requested. 

Regulat10ns, Standards, and Gu1del1nes. Conta1ns 1nfor-
t10n related to the development and 1mplementat10n of 

ru e fect1ng env1ronmental leg1slat10n. Records 
cons1sts of wor organ1zat10n requests, work plans,
drafts of rules, 1nterage nts, steer1ng comm1ttee 
rev1ews, CliPS from Federal Reg1ste , 

8.	 Reports to Congress - F1nal Copy. Reports made to
 
Congress by EPA 1n accordance w1th the mandates of the
 
:Te_-e;I.LAct, clean Water Act, and other envi ronmente l 
Ieqi sIat rori; 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retent10n: Reta1n 2 years. 

D1Spos1t10n: Break f11e at end of year. Keep
1n off1ce current plus I add1t10nal year.
Destroy when 2 years old. 

Retent10n: 

a. Off1ce Copy: Reta1n 10 years. 

b. Work Copy: Reta1n 1 year
 

D1spos1tlOn:
 

~~~~C~o~p.y. Break f1le upon publ1cat10n as 
Federal Reg1ster. Keep 1n off1ce 

r~~the FRC. Destroy when 

b. Work Copy. Break f i Ie upon Icat ionpubl 0"," __ 

f1nal rule 1n Federal Reg1ster. Keep 1n off1ce 
I year, then destroy. 

Retent10n: 

a. Record copy. Permanent. 

b. Informat10n Cop1es. As determined by user's 
needs. 

D1spos1tlOn: 

to 

b. Informat10n Cop1es. Destroy when no longer
used. 

-
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u.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 
SCHED.NO 

TITLE OF SCHEDULE 

PLANNING AND E.VALUATION AND Pocx:;AAMREPORI'ING REXX>RDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

9. Reports to Congress- Work Files. ContaIns data pertaInIng
to the organIzatIon, desIgn, constructIon, evaluatIon, and 
reVISIon or [epur L::i pL':::1:X"L' 0'" '-VL .,,' _... n n, -", 

consIst of requests to form work groups, work plans,
ffilnutesof work group meetIngs, InItIal and corrected 
drafts of parts or all of reports, dIstrIbutIon lIsts,
comments on reVIsed and fInal drafts. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retention: RetaIn 6 years. 

DISPOsItIon: Break fIle upon publIcatIon of 
reporr. ""''''P J.I. V'-'-.L,"'" &. .I .~LW' .,,'" 

to the FRC. Destroy when 6 years old. 

10. EPA SteerIng CommIttee MeetIng FIle. ContaIns documents 
L- • >-" >-hl'> ;>rrAAoements, conduct, and results of 
EPA Steering Coountttee weekly ana uJ. ..."''''"J..Y ..~ .• ~.L, 

SteerIng commIttee meetings contrIbute to the mak~~g of 
EPA PolIcy. Records consIst of agendas, talking papers,
development plan submIssIons, summary and minutes of 
meetIngs. 

11. Standards and RegulatIons InformatIon system PlannIng and 
dill "LdLU~ .ror.r.r!-",'),.",I <'Ii nn 

the deSIgnation, problems, development status, names of 
key personnel and lead offlces, schedule, and mIlestones 
for regulatIons, standards, and gUIdelInes and congress-
lOnal reports. 

12. program PolIcy PlannIng FIle. FIle contaIns the documents 
relatIng to the work and output of the OffIce. The 
n '":JL~" "" ~r~ for;nlliatinq pol i cres and plans In 
areas wru ch cross-cut program tunct i.ons, anu .~ ..L' J.L, 

and analYZIng key polIcy and legIslatIve Issues. Rec~ids 
conSIst of correspondence and reports on energy sltuatlOn 
and Impact on envIronmental program, comments on pendIng
and proposed legIslatIon, Issue papers on constructIon 
grants program, copIes of regulatIons, speeches, testImony
for conqreesronal heaongs, invest rqat ron and project
reports. 

3. EconomIC DIslocatIon (Earl~ warnIng) Report. A quarterly 
report made by EPA to provide the Department of Labor WIth 
~""' .....''"'''''' ,aL ''j ., ,-" r-v-s+ snt.i.a I lob losses 
resultIng from enVlrOllliEntal regulatIons. Report prOVIdes 
names and locatIon of plants, number of Jobs lost, antlcl-
pated enforcement actIon, expendItures requIred to meet 
requIrements of regulatIons. PrOVIdes consolIdated pIcture
of IndustrIes unwlllingness or InabIlIty to satIsfy pollutIon 
control requIrements. 

'. 

RetentIon: Permanent. 

DlspositlOn: Break fIle at end of year. Keep in 
. ,,.,,,naFor,"" the FRC. Keep In.'" I FRC 20 years, then offer to the NatIonal Arcnlves. 

RetentIon: CUrrent plus 2 pnor edItIons. 

n in>- "F ra~'" Il....n 

In office unt i l receIpt of 3 addItIonal editIons,
then destroy. 

RetentIon: Permanent. 
, 

DISpoSItIon: Break fIle at end of 2 years. Keep
In,office 2 years, then transfer to the FRC. Keep
I Lilt" ,,- .. ~o offer to the NatIonal 
ArchIves. 

RetentlOn: Permanent. 

DIspoSItion: Break fIle at end of year. Keep 
10 offIce 5 years, then transfer to the FRC. 
Keep In the FRC lU years, Lllell ULLer LU LII'" 

NatIonal ArchIves. 
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SCHED. NO 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE 

PLANN:rN; AND E.VALlIATlOO AND PRCGRAM REI?ORl':rN; REO'JRDS 

ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

Contracts - ProJect GrouQ File. Contains documents relating
to the formulation, award, and changes in cotracts for 
special studies and support serVices. Records consist of 
procurement requests, proposals, justification statelnents,
task orders, bid evaluations, award notices, copies of 
of invorces, reports of payment, progress reports. 

15. Contract pro~sals. SOllcited and unsolicited proposals by
'-v UY"'~W"~U, y ..... ''-L~~~4~~' .~ • "..
contractors to make studles or surveys or provlde goods 
or services. 

16.	 Flnal Re~rts Resulting from Contractor( Grantee ( Inter-

and Intra-~ency Studles( Surveys( and servlces. Flnal
 
proJect and study reports submltted to EPA by contractors,
 

inter- and lntra-agency study groups. Covers 
the economic W" ..ofEffluent Gui de lrnes for var ious 
lndustrlal groups, economl~ ~~ ene[~ crlSiS on 
EPA programs, economic impect of regulativ......-"-<>I-"'ndards 
on selected lndustrlal groups, etc. 

17. -Pr~am Activity_ EValuation WOrk FlIes. 
contains documents pertaining 1:0 '::''':: • '\.:1-'1_\1"1'<:L~ .:.~.. 

of and reports on EPA programs and program group actlvitles. 
Records conslst of request to make study, samples of program
group documents, interview and lnvestlgatlon notes, program
group's handbooks and reports, revlew summary notes, draft 
of evaluation r~port. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 6 years. 

DispositlOn: Break file upon completion of 
proJect. Keep in of f rce 1 year, then transfer to the FRC. Destroy when 6 years old. 

Retention: Receipt of proposal plus 1 year. 

=. ~~~W" ~~ ,_ut""~ L~'-~"'t'~ V~. • Keep in offlce 1 year, then destroy. 

RetentlOn: 

a. Record COP'i. Permanent. 

b. Information CoEY· As determined by user's needs. 

Dls~sltlOn: 

a. '-"..cnm. Break hIe upon completion of 
proJect evaluatlon .... .per iod, Keep mu 

offlce 1 year, then transfer to cne inL 

the FRC 20 years, then offer to the National
 Archlves.
 
, 

b. Informatlon CQEles. Destroy when no longerused. 

Retentlon: Retaln 1 year. 

-DiSPOSitlOn: Break file upon completion of
 
report. Keep - , A",,,t-.rov,
an VL~., 

\, ,
 



SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

PLANNING AND EVAWATlOO AND P~ REPORI'ING REXX>RDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE
NO 

18.	 PrQgram and PrQgram ACtlVlt~ Evaluat10n Reports. Fwal 
reports result1ng from the study and analys1s of EPA 
programs and program act1v1t1es by the Off1ce of pollcy,
Plann1ng, and Evaluat1on. 

19.	 Annual Headquarters Operat1ng Gu1dance pa~r and Reqlonal
GU1dance Plan. An overall plan cover1ng the obJect1ves of 
~. ~eJ?r1orlty and strategy for the1r atta1nment,
the group assrqneo <-"''''' "" unllty, and the ant rcrpat.ed
date of conp.letion. Plan represents tne p.L .._ ~ .-'1""'1- .of 
the Management by ObJectlve process, and the collectlve 
strategy studies for lmplementlng environmental leglslatlon.
Separate wrlte-ups made for Headquarters and Reglons. 

20.	 Personal Reference Collect1ons. CollectIons of techn1cal 
and	 related reference documents and pr1nted materlal maln-

-'I. r1";ti members personal use. Records,::tiiff for<-~~" -.	 .f' consrst of art icfes from professlonal . •__ _'" rvJUUL • 

coples of technlcal reports, coples of authored and receIved 
memorandums and correspondence, photos, maps, handbooks, etc. 

21.	 Agency Proqram Plans ReVIew Flle. Record copIes of Head-
~ters~nd	 ELeqlonal Off1ce program plans/goals and re-
quests for changes to the t".lQ/.u -<'P.lQII:;. u' 

each Agency progr~n obJectIves for comIng flscal year.
Records cons i.st of copy of program plan, chanqe requests,
evaluat10n of plans, and correspondence and other related 
supportlng papers. Also, Includes reglonal guIdance reports
and reVISlons. 

22.	 ~lonal BrlefInq Books. Record coples of reports used by
varIOUS management orr icrars - ... ,,~ ~-..~,<-v 

of regional	 programs when maklng slte V1SItS to reg1ons. 

COVERAGE OF SCHEDULE 

AGENCYWrDE 

RETENTION PERIOD AND DISPOSITION 

Retentlon:	 Retain 5 years. 

D1seQs1tlOn: Break f1le upon complet1on of
 
report. Keep 1n off1ce 5 years, then destroy.
 

Retent1on:
 

a. Record	 Copy. Permanent. 

b. Informatlon CO~les. Retaln current plus 1
 
year.
 

D1seQs1tlOn: 

a. Record c0ei:' Brak flle upon completlon of
 
plan. Keep In off1ce 10 years, then transfer to
 
the FRC. Keep 1n the FRC 15 years, then offer
 
to the Natlonal Archlves.
 

Retentlon:	 See dlsposltlon below. 

D1seQs1tlOn: Break f1le upon terIDlnatlon or 
transfer of staff member. Review file and 
.Lennvp allY records of value to the Agency. Offer 
flle to departing "':'''.1. "~"~L' ,Ar1 

keep 1 month, then destroy. 

Retent1on:	 RetaIn 10 years. 

DISposltlon:	 Break flle at end of flscal year.
,at:> -1~ I. r 1onal ..fl.scalyear then 

transfer to the PRC. Destroy when 10 years 010. 

Ret~:	 See diSpos1t1on below. 

.t.l~ n.:,c~ -r. _~c • .-'1. JrtJ1ew 
reports. 

\
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SCHED.NOu.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE 

PLANNING AND F.VAWATIOO AND PR(X;RAM REPORl'ING RFXXlRDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

23.	 Management Accountablllt~ System (MAS) ReeQrtlng System
Development FIle. Record copIes of documents used to 
develop and I.". l;"", I·ln."', ""~._" ~o "'u 

wIde system prodUCIng reports showIng the status of appro~~
program plans. Records consist of system desIgn plans, 
desIgn reVISIons, the development of graphIC dIsplay 
capabIlIty, Interface wIth other systems, the users manual,
and other related records. 

2L Management Accountabllit~ System (MAS) ReeQrtlng System
Status ReeQrts. Record copIes of computer produced reports

,~;o--.:; ~h", MAq Rpnortlno System, used to morn tor the 
status of selected Headquarters and KegW£ld.l. pr ":::t~<AI"'" 

agaInst the approved program plans for each fIscal year.
These quarterly reports show planned accomplIshments, current 
current progress, and percent of planned actIVIty completed
as of the reportIng date. IndivIdual reports Include end-
of-year report, executIve summary report, management actIon 
report, program summary report, and others. 

25.	 Reports Clearance FIle. Record copIes of records used to 
reVIew and approve internal Agency reports, publIC use 
reports, and Interagency reports, as prOVIded by the Federal 
Reports Act of 1950, the Federal Records Act of 1942, and 
OMB CIrcular A-40. 

a. PublIC Use Re~rts. Includes all public use reports
WhICh requIre clearance by OMB. Records conSIst of 
clearance requests and notIce of actIon, supportIng state-
ments, copy of the form or report, and other records used 
In evaluating the request. 

b. Interagency ReeQrts. Includes all Interagency reports
requIrIng clearance by GSA. Records conSIst of a copy of 
the proposed report, clearance request, supportIng dIrectIve,
JustIfIcatIon statement, and other records used In evaluatIng 
the request. 

c. EPA Internal ReeQrt~. Includes all Internal Agency
reports requi rmq clearance by the reports management 
program. Records conSIst of copy of the report, clearance 
request, and other supporting papers. 

COVERAGE OF SCHEDULE 

AGEOCYWIDE 

RETENTION PERIOD AND DISPOSITION 

RetentIon: RetaIn 5 years. 

DISPOSItIon: Break file at end of year. Keep
In -m:rlC~··Z~, l;lI",r 1:CT \..11<::: n\\... 

Destroy when 5 years old. 

RetentIon: Permanent. 

DlseQ§ltlon: Break f i Le at end of fIscal year.
Keep in offIce 3 years, then transfer to the FRC • 
Keep .~~ ~b":r.n:.1 .ur L' ,~ .v .1'='L<>r 

Archives. 

I 

RetentIon: Retaln 2 years. 

DISeQsltlon: Break fIle upon expuatlon. Keep
in offIce 2 years, then destroy. 

RetentIon: Retaln 2 years. 

DIspoSItIOn: Break hIe upon expi rat ion. Keep
In offIce 2 years, then destroy. 

RetentIon: RetaIn 2 years. 

DIspoSItIOn: Break fIle upon dIscontInuance.
 
Keep In offIce 2 years, then destory.
 

\ 
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• • Atch to SF 115 (Info for IPEm1ANENT" retention records) 

Title Of Schedule: 

Volume ArrangenGrowth ~ V
Item No. On Hand~;C- ft) Per Yea '(1bit F1. Of F'd Les 

5dbe-t'f 
1.. 2 f1. 

1- 5ub.f~If6, 
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Atch to SF 115 

Title 

REVISED 
Item Numbers 

i,&~) 
2- .(tew) 
3,f!/ew) 
q-.
 
/;'&ew) 
0.(,t!ew} 
7,
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(Revised I~em Numbers compared to Pre. ous Item Numbers,
Schedule Number, and NARS Job Number) 

Of Schedule: pa.AJIJ!AlJ ed 542"*,,,, ,p.J ~,;p1 M;wt;:-; &MrL 
PREVIOUS 

IteM No. Schedule No. NARS Job No. 

C-/3 N~i-iflJ.-76-1 
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11.
 
12..
 
13.
 
14. 
1to,
 

B-2-1 fJ C1- Ifl;)''' 71, 31.
 
2.
 
3
 
+
 
S
 


